
APPLICATION FOR RECORDS RETENTION SCHEDULE 

. .  Attention: Scheduling Section. ! 

FOR AGENCY USE 1. Agency Address 
Appliwtion Date Department of Educat ion 

FOR RECORDS MANAGEMENT USE _.__ - - ~-- _ _  

.~ _ _  61-31 
Date Received Date Cotnpletsd 

11-20-81 ..~ 
Telephone Number 

65 6-2 54 7 

____ 
~~~~~ 

I- 9-8\ 
~~~ __  

x. 
~~~ ~ ~ ~~ ~ ~ 

b O f f i c e  of Vocat ional  Education 
Div i s ion  of Program Development 
333 S t a t e  O f f i c e  Building 

~. ~~ 
~~ . A t l a n t a ,  Georgia- 

Working Title 
Program Development Coordinator  

_ _  . 

1 ... ... 
Appliwtion Number 

~ 

2. Person to  Contact 
Lorna Riddle  

3. Action Requested 
~ ~ ~ ~ ~ ~ ~~~ ~~~ -~ ~~~~~ . ~ ~ ~~~~ 

a. C4 Establish Retention Schedule; record will continue to accumulate. 
b. 
c. 0  amend-Appljcation  no. Check One: 0 ~Chxnge; 0 Supercedei 0~ Void. 

U Dispose of present accumulation; no further accumulation anticipated. 

4. Dates of Series 
Earliest Latest 

5. Records Series Title (followed by title used in office; i f different) 

1977 P resen t  S t a f f  Development Uni t  (SDU) Cred i t  F i l e s  

The Personnel  Development Uni t  i s  r e s p o n s i b l e  f o r  provid ing  s t a f f  development f o r  a l l  voca t  
t e a c h e r s  and a d m i n i s t r a t o r s ,  S ta tewide ,  by adminss te r ing  g r a n t s  and c o n t r a c t s  with 
c o l l e g e s ,  u n i v e r s i t i e s ,  c o n s u l t i n g  f i rms  and bus iness  agenc ie s  f o r  s t a f f  development 
programs. 
s t a f f  development t r a i n i n g ,  and c o o r d i n a t e s  t h e  t eache r  t e s t i n g  program f o r  c e r t i f i y i n g  
v o c a t i o n a l  t e a c h e r s .  

1 
What is the function of the Division and the Office in which this record series i s  created? . .  6. Division and Office Function 

-! 

1 
The U n i t  also p lans  and c o o r d i n a t e s  S ta tewide  conferences  and meetings f o r  

. 
- __._ - ... - 

7. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand titles, ifany): 
Attach samples of the file. 

A s s i s t i n g  voca t iona l  t e a c h e r s  i n  ob ta in ing  S t a f f  Development Units 
(SDU's) as c r e d i t  toward c e r t i f i c a t i o n  as  a r e s u l t  of p a r t i c i p a t i n g  
i n  s t a f f  development. 

S t a f f  Development Procedures  Manual f o r  Vocat ional  Personnel ;  correspondence 
r e l a t i n g  t o  SDU c r e d i t s ;  and a p p l i c a n t s  f o r  SDU c r e d i t  (DE 0 2 2 4 ) .  

lnchded are: 

S t a f f  Development Procedures  Manual - chrono log ica l ly  by ca l enda r  yea r  
DE 0224 F i l e  - a l p h a b e t i c a l l y  by  last name of t eache r  a p p l i c a n t .  File i s  arranged: 

. __ ____~ .- 
How often are records referred to which are: 

One to six months old ; Seven to twelve months old ; Thirteen to twenty-four months old 

- - . - 

Letter-size drawers 1/2; Legal-size drawers ' ;Shelves : Other (specify) 



- NO 10. Questionnaire (Place an "X" in the proper column) 
a. Is this the official copy of the series? 

If not, whereb it? ~ 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 
_. ~~ ~ 

~ C.~ 1s t h i s - a v i t a l r e c c  ~~ . .- .- . 

~ .&Roes this series have higorical or long term research value? -- .- 
e. When one or two documents in the file make it necessary to,keep the entire file for a long period, could these 

.- ~~ ~ documents be scheduled smraw- . .- ~ . .~ 

-. - ~~ f. ~ lsxhe information conrainedin_this series ever DublirhedZ If yes. attach CODY. 
1 , .  

- 
g. Is the information contained in this series ever analyzed andlor recorded in a summarized report? 

h. Is  there a duplication of this series in your office, or in another office or agency? 
- -.  ~ ... __ ._ ~~ 

If ves.attach COPY.. 

If yes. where? -. - .. . ~~~ . ~~ 

- d s i h i x z r i e s  lorLmjwpofrion of itheg!krlrmicrofilmed? -I__ 
JLDnesthe record~sedes result- D rintout? 
ion Requirements The following requires the series to be kept: 

a. State Law - years;. d. Audit period b y e a r s .  
b. Statute of limitation ~ years. e: Administrative need - -years. 
c. Federal law -~ years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 
Sta t e  ,audi ts  annually , .  

thus f i l e s  are needed f o r  reference. . .  
. Staf f  'Bevelopment programs frequent1.y b u i l t  onto or t i e  in to  programs of previous years, 

, ,  

-1 . . ,  
- ~ - ~ . ~~ ~~ 

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
65 Calendar Year; 0 Fiscal Year; 0 Other 

~ 

!B Hold in the current files area - -month(s) 
0 Transfer to local holding area: hold 
0 Transfer to State Records Center; hold -. -year(s); then 

0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

3 
year(s); then 

yeads); then 

Destroy. 
, 

These instructions apply to all prior and future accumulations of the series. 


